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Chapter 3

Selection Procedure—L arge Professional
Services

3.1 SELECTION BASS

For Large Professiona Services, The Delaware
Code under Title 29, Chapter 69, Section 6982
outlines the basis for selecting the most qualified
firm to perform the services. Section 6982(a)
describes basic requirements for selecting firmsto
perform 'professional services within the scope
of the practice of architecture, professional
engineering, including but not limited to
environmental engineering, consulting and
environmental monitoring, professional survey-
ing, construction management, landscape
architecture and geology as defined and
authorized by the laws of the State of Delaware
or for those services performed by persons en-
gaged in the above mentioned professions in
connection with their professional employment
or practice.

Section 6982(b) describes basic requirements for

selecting firms 'For all professional services not
described in Subsection(a) herein,’. Those
sarvices as previoudy defined in the Code would
include archaeologists, architectural historians,
higtorians, educational consultants, management,
medical, teaching, planning, computer information
management, financid, accounting, auditing and
arbitration services.

Subsections 6981(d)through(g) outline the criteria
to be utilized for ranking and sdlecting firms for dl
professiona services. The only difference is that
'For the selection process described in Section
6982(b) of this Title, price may be a criteria
used to rank applicants under consideration.'

The Code further provides that the Department
is to establish written administrative procedures for
evaluating interested firms. These procedures are

to

be publicly available. In addition to the genera
ranking criteria, the Code allows for other criteria
to be utilized which will ensure 'a quality and
cost-effective project.’

To this end, the Department has adopted the
selection procedure as described herein.

3.2 RESPONSBILITIES

The respongihilities for developing and adminis-
tering policies and procedures for the selection of
consultants are defined below.

3.21 CONSULTANT POLICY
COMMITTEE

The Consultant Policy Committee consists of the
Secretary of Transportation and the Directors.
The Committee has the following functions:

» Appoints the members of the Consultant
Procedures Committee.

» Approves dl changes to Departmenta
Consultant procedures and utilization policy.

» Reviews and recommends for approval by
the Secretary specia selection processes for
specialized services and Sole Source Procure-
ment, (See Procedure No. 3. in Sections 3.3.-
2.3and 3.34.3).

» Reviews and recommends for approval by
the Secretary requests for exceptions to these
procedures.

Selection Procedure—L arge Professional Services 3-1
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3.2.2 CONSULTANT PROCEDURES
COMMITTEE

As noted in Section 3.2.1, members of the Con-
sultant Procedures Committee are appointed by
the Consultant Policy Committee. Two persons
are appointed by each Director and serve for a
period of ether one or two years. These
appointments are staggered to alow for continuity
of representation by an Office. The Offices of
External Affairs and Financia Management and
Budget ae excluded from this committee
assignment. The Secretary may appoint additional
members to serve on the Consultant Procedures
Committee.

The Committee has two principal functions.
These are:

* serving & a pool to provide members to
the shortlisting and selection committees on a
rotating basis, and

* meeting a the cdl of the Consultant
Control Coordinator to discuss consultant
procedures and make recommendations for
changes to the Policy Committee.

3.2.3 CONSULTANT PROCUREMENT
ADMINISTRATIVE OFFICE

The Department has assigned the responsibility
for monitoring and administering the procurement
of outside services to the Office of Administration
under the direction of the Consultant Control Co-
ordinator.

3.2.4 CONSULTANT CONTROL
COORDINATOR

The Consultant Control Coordinator is respons-
ble for coordinating the Department's consultant
procurement process and administering the quality
control program associated with the process, under
the direction of the Consultant Policy Committee.
The Consultant Control Coordinator's duties and
responsibilities include the following:

o coordinating dl DeDOT consultant
activities from advertisng through execution
of the final agreement;

» ensuring compliance with dl laws, regula-
tions and procedures;

* saving as liason among DelDOT man+
agement, Contract Administration, and the
consulting firms regarding the consultant
process,

e deveoping and maintaining a register of
interested vendors for consulting contracts;

* saving as Charman and non-voting
member of Shortlist Committees;

 saving as Charman and non-voting
member of Selection Committees,

e monitoring actions of the Shortlist and
Selection Committees,

» overseeing maintenance and distribution of
required information and documentation;

» developing and implementing consistent
and equitable criteria for use by the Shortlist
and Selection Committees in evauation and
rating of consultants;

 developing and implementing standards for
preparing legal agreements;

* providing technicd assstance to
Departmental staff in preparing  lega
agreements,

* reviewing and agpproving dl find
agreements,

e providing qudity control of al consultant
agreements,

* developing, recommending and
implementing revisons to the process as
outlined in this Manud;

e assuring the find price proposals are
andlyzed by the initiating Office for reason-
ableness of person-hours, costs, etc.; and

e preparing a report each month of new
consulting service requests for the Policy
Committee, since the last report.
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3.2.5 SHORTLIST AND SELECTION
COMMITTEES

The Shortlist Committee is responsible for evau-
ating the Expressions of Interest received in re-
sponse to a Request for Consultant Services
resulting in a recommended reduced-candidates
ligting/ shortlist.

The Selection Committee is responsible for evalk
uating the technical proposals and oral presenta-
tions of the firms that are shortlisted resulting in
recommended ranking of the these firms.

3.3 SELECTION PROCESS

The selection of the most qudified firm is a two-
phase process. In the first phase, al firms
responding to the Expression of Interest Request
are evaluated in accordance with the factors and
criteria listed in the Request for Consultant Servic-
es for the project.

The criteria and their importance will vary on a
project by project basis depending upon the various
work tasks and their significance in completing the
project. The Shortliss Committee usually uses the
following generd criteria as a beginning point to
develop the actual criteria:
= the project team's qualifications and experi-
ence,

* the firm's resources and capabilities, including
both staff and physical plant,

= project understanding and approach,

* ahility to meet schedules on previous similar
projects,

* |ocation of office where project will be ad
ministered, support offices and subconsultants,

* past and current DelDOT workload and expe-
rience,

* past and current performance evauations on
DeDOT work, and

* DBE participation.
The second phase of the selection process con-

sists of an evduation of un-priced technica pro-
posals and oral presentations by the shortlisted
firms. This evaluation is the responghility of the
Selection Committee. For openrend contracts, the
submission of un-priced proposals may be dimi-
nated as the assigned projects or tasks may not be
known at this stage.

Each project has its own unique features to which
the evaluation criteria must be tailored. The Selec-
tion Committee will normaly begin with the fol-
lowing criteria listing to develop the actual criteria
and weighted values to evaluate technica propos-
as:

» project understanding,

» work plan/project approach,

» firm's resources, capabilities and commit-
ments
» qudifications of project team,

» current and past performance with DelDOT
and others,

e project management,
» proposed work schedule,

* location of where various tasks will be per-
formed,

* innovative concepts, if relevant.

The Sdlection Committee normally uses the fol-
lowing criteria to evauate a firm's oral presenta-
tion, again, each presentation will have its own
criteriawith weighted values:

» qudlifications and experience of key team
members as it pertains to the project,

» firm's, including any subs, experience on

similar type projects,

» team's and firm's project understanding and
approach,

location of offices, task assignments, staff,
and method of managing same,

overdl quality of the presentation, and

Selection Procedure—L ar ge Professional Services 3-3
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» adequacy of the responses to questions raised
by the committee.

As a part of the request for service submission
to the Consultant Control Coordinator, the initiating
Director includes the names of the members of
both the Shortlist and Selection Committees. Com-
mittee memberships vary, depending on the scope
of sarvices being requested. See Sections 3.3.2
and 3.3.4. The Consultant Control Coordinator is
responsible for assigning the appropriate member
from the Consultant Procedures Committee to
these committees. See Figures 31, 3-2, and 33
for example memos for requesting and notifying
committee members.

Both committees are the administrative respons-
bility of the Consultant Control Coordinator.

On openend contracts, at the discretion of the
initiating Director, the selection process may be
performed on the basis of an ora presentation
once the advertisement and shortlisting have been
completed.

The Department uses three procedures for form:
ing the shortlist and selection committees, depend-
ing upon the type of project and the overall effect
on the operation of the Department. The proce-
dures for the Shortlisst Committee are defined in
Section 3.3.2 and for the Selection Committee in
Section 3.3.4.

3.3.1 SHORTLIST AND SELECTION
COMMITTEE MEMBERSHIP
RESTRICTIONS

Department policy precludes any person from
being a member of both committees.

Members of the Consultant Procedures Commit-
tee cannot participate on either the Shortlist or
Sdlection Committee for projects originating in
their respective Divisions.

The committee discussions are considered confi-
dential and are not intended to be shared outside
the committee meetings.

The Offices of Externa Affairs and Financia
Management and Budget do not normaly partici-
pate in the Procedures Committee. However, per-

sonnel from those two offices are to be considered
for membership on both the Shortlist and Selection
Committees for projects involving these two areas
of expertise.

3.3.2 SHORTLIST COMMITTEE
MEMBERSHIP

3.3.2.1 Procedure No. 1

Procedure No. 1 is used for projects where the
scope of work is primarily within one Office.

In addition to the Consultant Control Coordinator,
who acts as the non-voting chairman, the Shortlist
Committee normaly consists of three members:
one member from the Consultant Procedures
Committee and two members from the Office
initiating the contract.

The Shortlist Committee member from the Con-
sultant Procedures Committee is appointed on a
rotating basis by the Consultant Control Coordi-
nator, who ensures that no member serves on a
committee for a project initiated by higher own
Office. The remaining two members are appointed
by the Office Director initiating the contract from
that Office's staff.

3.3.2.2 Procedure No. 2

Procedure No. 2 is used for projects where the
scope of work has multi-office impact or Depart-
ment-wide concerns.

The Shortlist Committee for this type of project
is formed in the same manner as Procedure No. 1.
However, at the discretion of the initiating Director
and in collaboration with the Consultant Control
Coordinator, one of the committee members may
be appointed from another Office that is impacted
by the project. The Consultant Control Coordinator
is responsible for determining if the suggested
procedura change requires approva of the
Consultant Policy Committee as noted in Section
321

3.3.2.3 Procedure No. 3

Procedure No. 3 is used when the project scope
is unique and different from traditional projects
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advertised by the Department. A Specid Shortlist
Committee may be appointed for these projects
when the initiating Director can demonstrate the
need. The initiating Director must present in writ-
ing to the Policy Committee and the Secretary
judtification and the specific  procedure
recommended. The use of this procedure must be
requested by a Director, recommended by the
Consultant Policy Committee, and approved by the
Secretary.

Committee members are appointed as recom-
mended by the Consultant Policy Committee for
approval by the Secretary. To ensure consistency
with the intent of this Manua, the Consultant
Control Coordinator also serves as the non-voting
chairman of Specia Shortlist Committees.

3.3.2.4 Exception Procedure

Any exception to these procedures must be re-
quested in writing for review by the Consultant
Policy Committee and approva by the Secretary.
The request must include a recommended alterna-
tive procedure.

The request must outline a process that meets
the intent of the Law and Department policy.
There are three key elements for procuring
professional services that must be adhered to and
described:

1. How the project will be publicly advertised
for abtaining Expressions of Interest,

2. How firmswill be evauated, and

3. The basis on which a selection will be made.
3.3.3 SHORTLISTING
3.3.3.1 Evaluation of Expressions

The Consultant Control Coordinator sends each
member of the Shortliss Committee dl of the
Expression of Interest packages received from
interested consultants, a copy of the Request for
Consultant Services, a sample of the shortlist eval-
uation criteria and the scoring form. See Figure 3
4 for a sample scoring form. The scoring form is
included as informationa only. Due to the large
number of firms that respond to the

advertisements for services, it is impractical to
develop a mathematical matrix for evauating the
firms.

Committee members are requested to review the
submitted information and assess the evaluation
criteria for appropriateness to the specific project
being considered. At the Shortliss Committee
meeting, each member may suggest adding criteria
felt to be more relevant to the project, deletion of
those items fdt irrdevant and the relative impor-
tance of the items to be rated. A committee meet-
ing is scheduled to determine the final evauation
criteria and their relative importance in reaching a
reduced-candidates list from the responding firms
based on professond qudifications as dem-
ongtrated in their submissons. Figure 35 provides
general guidelines for evaluating Expressions of
Interest.

Each project has its own unique requirements
and normaly a large number of firms respond.
Therefore, it is not a smple process for committee
members to reach a consensus and develop a list-
ing of the most qudified firms to perform the
particular project under consideration. The basic
evaluation factors are described in Section 3.3,
but each committee must adapt these to the
specific project being considered to obtain the best

list possible.

Most projects involve the need for only one firm
to perform the services. In this case, the
committee normally lists from three to five of most
qudified firms. For projects that may involve the
services of several firms such as openend
contracts involving multiple assgnments with
severd firms under agreement, the Committee
normally lists at least five but may list more of the
most qudified candidates. This decison is made
early in the process and included in the adverti-
sement and committee assignment.

The Consultant Control Coordinator as Chairper-
son coordinates the committee's discussions and
advises the initiating Director of the listing
sequence, using the form in Figure 3-6. The
Director requests the Secretary's written approval
of the Shortlist Committee's recommendation.

Committee discusson and any conclusons
reeched in determining the reduced-candi-
date/shortlist are confidential and there are no de-
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briefings provided for firms not making the li<t.
3.3.3.2 Natification of Firms

After approva by the Secretary, the initiating
Director advises the Consultant Control Coordina-
tor, who notifies the shortlisted firms in writing
advising them they will be requested to attend a
pre-proposa meeting and submit a technica pro-
posal based on information and data furnished at
this meeting. Refer to Figure 3-7 for a sample
letter. A technical proposal is not needed for
selection on openend contracts. Evaluations are
made from the oral presentations.

At this same time, dl remaining unsuccessful
firms are so notified, using the letter format in
Figure 3-8, with a listing of the top listed firms
(shortlist).

3.34 SELECTION COMMITTEE
MEMBERSHIP

As with the Shortliss Committee, three proce-
dures are used for selecting members for the Se-
lection Committee. By DelDOT policy, Selection
Committee membership is confidential.

3.3.4.1 Procedure No. 1

This procedure applies to projects where the
scope of work is primarily within one office.

The voting committee members for these
projects consist of five members. Four members
are appointed by the initiating Director. Two of
these members may come from the section in
which the project will be administered. The
remaining two members must come from other
sections within the initiating Director's authority.
The fifth member is appointed from the Consultant
Procedures Committee by the Consultant Control
Coordinator on arotating basis, but cannot be from
the initiating Office. One member from the
initiating Office is designated as the committee
Debriefing Officer by the Consultant Control
Coordinator.

The Consultant Control Coordinator normally
serves as chairman and non-voting member of dl
Selection Committees. The Consultant Control
Coordinator provides the Committee with guide-

lines used for previous sdlections and assists in
developing the project-specific selection process
that will ensure compliance with applicable laws,
rules, regulations and policies.

3.3.4.2 Procedure No. 2

This procedure is used for projects that affect the
operations of more than one Office.

The committee makeup for these projects is
similar to that of Procedure No. 1. The difference
is that the membership will be more diverse, repre-
senting a varied cross section of the affected
Offices.

The Committee chairperson is the Consultant
Control Coordinator, who ensures that the Com-
mittee representation is diverse. The Committee
consists of five members. two members appointed
by the initiating Director, two members each from
other Offices having vested interest in the project,
and one member from the Consultant Procedures
Committee appointed on a rotating basis and not
from the initiating Office.

3.3.4.3 Procedure No. 3

Procedure No. 3 isused for specialized services,
unique or unusua projects.

A Special Sdection Committee is appointed for
these projects. The initiating Director recommends
members for the committee for approval by the
Policy Committee and the Secretary. As with
other  procedures, the Consultant Control
Coordinator serves as the non-voting chairman of
Specia Selection Committees.

3.3.5 SELECTION PROCEDURE
3.3.5.1 Selection Rating Criteria

After all firms have been notified of the short-
listing, the Consultant Control Coordinator sets up
ameeting of the Selection Committee. See Figure
3-9 for atypica meseting notification.

The primary purpose of this meeting is for the
Committee to establish a separate set of rating
criteria for the technical proposals and the ora
presentations. To prepare for this meeting the

3-6 Selection Procedures—L ar ge Professional Services
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Committee is furnished the approved shortligt,
copies of rating sheets used on previous smilar
consultant selections, the rating criteria used for
shortlisting the project, and a copy of the Request
for Consultant Services for the project.

Other business conducted a the meeting
includes a project overview presentation to the
committee, establishment of the date of the pre-
proposa meeting, and establishment of the date to
receive the technical proposals.

3.3.5.2 Pre-Proposal Meeting

The successful shortlisted firms are invited to
attend a pre-proposal meeting. See Figure 3-10 for
asample letter.

At the meeting, information about the project and
the selection process is shared and discussed with
the attending firms for use in preparing the techni-
cal proposal and making their ora presentation.

A typica pre-proposa meeting includes an ex-
planation of the administrative procedures to be
followed, such as
* oetting the date for receipt of the technical

proposd,

* date and assigned time dot for each firm's ora
presentation,

* discussion of the evauation process and dis-
tribution of score sheets showing weighted values,

* a description of the actua ora interview
process,

* the proposed method of compensation, and
* current cost limitations.

Figure 311 shows a typica agenda for a pre-
proposa meseting. The ingtructions for preparing
the technica proposa are discussed and
distributed at the meeting. See Figure 312 for a
st of typica ingtructions.

A technical presentation describing in detail the
scope of work is made, followed by a question-
and-answer session. Questions that cannot be an+
swered at the meeting or are raised within a speci-
fied time limit after the meeting are responded to

as quickly as possible, with al consultants receiv-
ing a copy of the question(s) raised and the Depar-
tment's reply.

Firms that may be unable to meet al of the
conditions outlined in the pre-proposal meeting are
requested to so respond at the meeting, or immedi-
ately thereafter, so the Department may take ap-
propriate action.

The Consultant Control Coordinator is responsi-
ble for recording the minutes of the meeting and
digtributing them to the Selection Commiittee, using
the sample letter of transmittal in Figure 3-13.

Minutes are not furnished to the shortlisted firms.
However, the Consultant Control Coordinator is
responsible for ensuring that responses are sent to
al shortlisted firms for all questions not answered
at the conference.

3.3.5.3 Rating Process

The Department's Selection Procedure involves
two separate and distinct ratings. First, each tech
nica proposa is evaluated and rated. This is fol-
lowed by ora presentations, which are separately
rated by the Selection Committee. The criteria
with weighted values are given to each firm at-
tending the pre-proposal meeting.

3.3.5.4 Technical Proposal Rating.

All technical proposads must be received in the
Consultant Control Coordinator's Office on or
before the date and time designated d the pre-
proposal meeting. Each proposa is officidly
logged in by date and time of receipt. Proposals
received after the designated time or date will
not be accepted for evaluation.

Committee members are given a deadline within
which they must rate the proposals using the rating
criteria previously established. See Figure 3-14 for
a sample transmittal memo. Figure 315 shows a
technical proposal-scoring sheet. The proposals
are evaluated and rated individualy by committee
members and submitted to the Consultant Control
Coordinator, who compiles the ratings and holds
them for find ranking until after the ord interviews
are rated. See Figure 316 for general guidelines
used to evaluate and rate the Technical Proposals.
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3.3.5.5 Pre—Oral Presentation Meeting

To prepare for the ora presentations, the
Consultant Control  Coordinator schedules a
meeting of the Selection Committee prior to the
presentations. This meeting is scheduled after the
members have reviewed and rated the technical
proposas and are wel versed in the project
requirements, each  consultant's  proposed
gpproach, and the qualifications of the teams
proposed to perform the work.

The purpose of this meeting isto develop alist of
questions that should be raised a the ora pre-
sentation. The questions are designed in a manner
that will alow the committee to select the most
qualified team. As a part of this meeting, the Co-
mmittee also discusses what they consider to be
the most appropriate responses to the questions.

The questions are formatted and assigned to the
Committee member most knowledgeable in that
area. To properly and fairly rate the firms, each
firm is asked the same group of questions, unless a
guestion is directly answered during the team's
presentation. Exceptions to this may occur if there
is an item unique or specific to a firm's technica
proposal or a new element is raised during the ora
presentation on which a member would like further
explanation.

3.3.5.6 Oral Presentations

Each consultant is formally notified of the date,
time, and place for the ora presentation, either at
the Pre-proposal Meeting or shortly theresfter.
See Figure 317 for a sample letter. The
presentation is limited to one hour, consisting of a
thirty-minute presentation by the consultant's team
and thirty minutes for a question-and-answer
session interacting with the Selection Committee.

Any firm that is less than thirty minutes late for
its assigned beginning time is alowed to make its
presentation. Unless there are extreme circum-
stances, any firm that is more than thirty minutes
late is automatically disqudified.

See Figure 3-18 for the ora presentation admin-
istrative procedures and Figure 3-19 for a general
description of what the Sdection Committee
should be seeking during the ora presentation.

3.3.5.7 Oral Presentation Rating

Firms are rated, in confidence, by each commit-
tee member. See Figure 320 for a sample ord
presentation rating form. To further ensure that
firms receive a fair evaluation, a short discussion
may be held after each presentation to discuss the
presentation, the team and responses to the ques-
tions.

3.3.5.8 Consultant Ranking

Upon receipt of the ratings by the Consultant
Control Coordinator, they are compiled, tabulated
and then combined with the technica proposa
ratings using the pre-established weighted values
and a composite scoring work sheet such as that
shown in Figure 3-21. The scores are ranked from
highest to lowest to determine each consultant's

position.

A consultant's relative position may become very
important during the negotiation procedure: If the
Department cannot reach agreement with the firm
ranked highest, the Department may terminate
negotiations and begin negotiations with the next
highest ranked firm. See Section 4.9 for details.

3.3.5.9 Selection Ranking Approval

The Consultant Control Coordinator submits the
Selection Committee's recommended composite
listing of ranked firms to the initiating Director for
approval, usng the memo in Figure 322. Upon
gpproval of the ranked firms by the Director,
written approval of the Secretary is requested and
obtained. The origina approved list is returned to
the Consultant Control Coordinator.
3.3.5.10 Notification of Firms

Each firm interviewed is notified of the selected
firm. The letter includes the name and telephone
number of the committee member assigned as the
Debriefing Officer, in the event a firm may
request a critique of their submisson and
presentation. See Figure 3-23 for an example letter
to an unsuccessful firm.

3.3.5.11 Debriefing

After the ora presentations and submission of the
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individua ratings, the Consultant Control Coordi-
nator requests that the Selection Committee mem-
bers critique each firm's technica proposal and
oral presentation. Each member is requested to
present both positive and negative comments in
their evaluations. The Consultant Control Coordi-
nator summarizes the comments and furnishes a
copy for the confidentia use of the Committee's
designated Debriefing Officer in debriefing those
firms wishing to know why they did not receive a
higher ranking. See Figure 3-24.
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Figure 3-1
Assignment of Procedures Committee Member to Selection Committee

ASSIGNMENT OF PROCEDURES COMMITTEE MEMBER
TO SELECTION COMMITTEE

TO:

FROM: CONSULTANT CONTROL COORDINATOR
DATE:

SUBJECT: CONSULTANT AGREEMENT #

Asamember of the Consultant Procedures Committee, you are hereby appointed as the Committee's
representative on the Selection Committee for the referenced project. This project is in the process
of being advertised and has not yet been shortlisted. You will be provided with additional
information pertaining to the selection process once the shortlist has been completed. As usual,
your appointment to this committee is considered to be confidential.

For your information, a copy of the Request for Consulting Services is enclosed. Firms who have
expressed an interest in this project are also being furnished thisinformation.

If you have any questions about the process or the project, please contact this office. If you are
unable to serve on this committee, please contact this office immediately because continuity of
committee membership is very important to a successful selection process.
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Figure 3-2
Shortlist Committee Notification

SHORTLIST COMMITTEE NOTIFICATION

TO: SHORTLIST COMMITTEE MEMBERS
FROM: CONSULTANT CONTROL COORDINATOR
DATE:

SUBJECT: CONSULTANT AGREEMENT #

Y ou have been appointed to the Shortlist Committee for the referenced project.

On , We received |etters of interest from () consulting firms pertaining to this
project. To expedite the shortlisting process, | am providing each of you with the following:

(1) copies of the various submissions from the interested consultants,

(2) acopy of the "Request for Consulting Services" that was sent to each of the consultants who
expressed interest in the project, and

(3) a sample of the consultant shortlist scoring sheets that we have been using during recent
shortlisting procedures. The scoring can be modified to match the elements the Committee
wants to rate the firms on.

A suggested method of arriving at adesired shortlistof () firmsisfor Committee membersto
review the letters of interest separately. Then the Committee can meet and narrow the list of

candidates down to a manageable number. The Committee, if it choosesto do so, could then review
the final list of candidates and score them as a body based on a consensus of opinion. This
eliminates the need for each member to score individually and possibly prolong the process.

This office will contact each member in a few days to establish a date for meeting to determine a
shortlist of firms for this project. Please review these letters of interest for discussion at our
meeting.

Please quickly advise this office if a situation arises which prevents you from attending this
meeting.
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Figure3-3
Selection Committee Notification

SELECTION COMMITTEE NOTIFICATION

TO:

FROM: CONSULTANT CONTROL COORDINATOR
DATE:

SUBJECT: CONSULTANT AGREEMENT NO.

You have been appointed as a Selection Committee member by your Director for the referenced project (see
copy of memo enclosed). The shortlist process has not been completed, but once that has been done, you will
be contacted to meet with other members of the Selection Committee to discuss the specific selection
procedures to be followed for this project.

During the selection procedures meeting, rating criteria for the selection will be established and dates will be
determined for completing various facets of the selection process, such as review of the technical proposals
and oral presentations.

Y our appointment to this Committee is considered to be confidential. If you have any questions on the process
and the current status of the process, and especially if there is a problem with your participation, please call
this Office.
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Figure3-4

Typical Shortlist Scoring Sheet

I | hortlisi ina s

Agreement No. Project Name: date:
Scored by: Committee Members:
[tem Description VaueX Wt | Firm Firm Firm
1. Project Team | ldentify key staff for type of work
(PE/CE) proposed. Specify individual experience &
qualifications for Prim & sub (if applicable),
% of work to be done by sub (if proposed).
2. Frm Availability of personnel to commit to this
Resources & project. Back-up resources available.
Capabilities Experience on projects of similar nature.
Ability to schedule & meet goals.
3. Project Any contacts w/ DelDOT regarding
Understanding project? Basic understanding of project,
and Approach problem areas, specia requirements.
Realistic solution(s) of potential problems.
4. Location of Office location where project will be
Frm administered. Estimated distance from
project site. Coordination & monitoring
capabilities. Single officelocationsare
preferable.
5. Current Compilation of:
DeDOT $1-100000 ....ivniirniannnnn 5
workload $100,001 - 200000 ............ 4
$200,001 - 300,000.............. 3
$300,001 - 400,000 ............. 2
$400,001 - above................ 1
TOTAL
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Figure3-5
General Guidelinesfor Shortlisting I nterested Firms

GENERAL GUIDELINESFOR
SHORTLISTING INTERESTED FIRMS

Each project is unique, and evaluation criteria and weighted values will vary accordingly. The Request for
Professional Services for each project clearly defines the content of a firm's submission, including volume of
data, and rating criteriafor the services anticipated.

The instructions for requesting submissions are project-specific and should be adhered to. For most projects
the following general criteria and evaluation process are applicable. However, the Shortlist Committee will make
its evaluation and reduced-candidate/shortlist determination based upon the information requested to be
furnished.

. EVALUATION CRITERIA

* Project Team. Do the Project Principal, Project Manager, Key Staff and Subconsultants possess the
necessary qualifications and experience required by the Scope of Work for this project?

* Firm's Resources and Capabilities. Does the firm possess the resources to do the work and the
capability to commit the staff to this project at the level required?

e Project Undersanding and Approach. Has the firm demonstrated a complete and thorough
understanding of the work required to perform the tasks as defined in the Scope of Work?

» Schedule. Has the firm established a reputation for and demonstrated a sincere interest and concern
for timely completion of past projects performed for DelDOT and if requested in the Expression of Interest
from references?

e Location of Firm. Where will the key elements of work be performed, by whom (prime and
subconsultants), and how will the various tasks and offices be coordinated?

e Current DeDOT Workload. What are the firm's present commitments in time and staff to DelDOT?
How are they performing?

« DBE Participation. Has the firm indicated how and by whom the DBE goals for the project will be met?
If not, why not?

[I.  PROJECT TEAM
The Consultant should identify the Project Principal, the Project Manager, Key support Staff, and any
Subconsultants. The basic question is how well do the team's qualifications, experience and time allocation
relate to the specific project? Of particular additional concern with the subconsultant(s) istheir past experience
with the prime and the proposed method of monitoring and coordinating their work.
Elementsto be considered are:
» Extent of the principal's involvement, ability to commit necessary staff, quality control, project
management etc.
e Quadlifications and relevant individual experience.

« State(s) and disciplinesin which the professional/technical staff may be certified.
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¢ Time commitment of key members of the team.
« Unique qualifications of key membersrelevant to the proposed scope of work.
* Team experience on similar or related projects.
« Qualifications and relevant subconsultant experience.
*  Project organization chart.
. FIRM'SRESOURCES & CAPABILITIES

This criterion relates to the firm's or corporate resources and capabilities to perform the work in a manner
satisfactory to the Department's requirements in quality, in timeliness and at a reasonable cost.

Elementsto be considered are:
« Size and experience of the professional staff and technical staff in relation to the project type and
complexity.

e Are adeguate resources and staff capacity currently available or will they be available at the time of
anticipated issuance of the Notice to Proceed?

« Evaluate Capacity Chart or other support information to verify any statements made relevant to
resource availability.

» Aretheappropriate resources available to perform the work for the duration of the project?

¢ Is there indication of corporate commitment to assign the resources when needed and at an
appropriate level to meet work tasks and milestones?

« Demonstrated ability of the Project Manager to obtain and maintain the appropriate mix and level of
staff to meet work tasks and milestones.

« Evauateany internal policies or procedures used for quality assurance and cost control.

¢ Evaluate the type and location of similar work performed by the team.

» Evauate current DelDOT commitments.

« Evaluate current and/or past performance on DelDOT projects.

« Evaluate current total corporate commitments.

e EBEvauatefirm'sfinancial ability to perform the project.
IV. PROJECT UNDERSTANDING
This criterion relates to the basic or preliminary understanding of the scope of work for the project. Has the
firm demonstrated within their Expression of Interest basic understanding of the project needs, problem areas,

special requirements, and realistic solutionsto potential problems?

Elementsto be considered include:
» Demonstrated knowledge of the work required.

« Provision of a concise and clear explanation of work required, in particular identifying problem areas
and specia requirements.
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V. PROJECT APPROACH

This criterion relates to the formulation of basic or preliminary approaches and/or the understanding of potential
major obstacles to overcome.

Elementsto be considered include:
» Hasthefirm formulated a basic course of action or considered preliminary alternative approaches that will be
meaningful in meeting the goal or objectives of the project?
» |Istheapproach realistic, clear, concise, and accurate?

» Doesthe approach provide a basic understanding for potential impacts, impediments and conflicts?

e Hasthe firm provided a basic understanding of major obstacles to overcome in order to have a successful
project?

» Arelogical courses of action to meet goals and objectives presented?
* Areinnovative approaches presented?
VI. SCHEDULE

This criterion relates to the firm's past performance and its internal capability to meet scheduled interim milestones
and compl etion dates.

Elementsto be considered include:
* Theinternal method(s) available to the Project Manager to ensure control of the schedule and costs.

* The corporate-level procedure for evaluating project schedules, resource needs and staffing assignmentsto
meet schedules.

» Past performance for meeting scheduling commitments.
VII. LOCATION OF WORK/FIRM
This criterion relates to where and who will perform key work elements of the project, including the integration of
subconsultantsinto the workflow.
Elementsto be considered are:
» Has the consultant identified where the major work elements will be performed and who will perform the
tasksinvolved?

« Has the consultant adequately explained how work performed at different locations, either by different
offices of the prime or subconsultant(s), will be coordinated and monitored?

VIIl. DBE PARTICIPATION
This criterion relates to the prime consultant meeting the established DBE requirements.
Elements to be considered are:

» Past work experience with the prime.

»  Compliance with the established goal .

» Demonstration of the firm having actively and aggressively made every effort to employ a DelDOT certified
DBE firm if unable to meet the goal .

Figure3-6
Notification of Shortlisted Firm Rating
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NOTIFICATION TO INITIATING DIRECTOR OF
RATING SHORTLISTED FIRMS

TO: DIRECTOR OF

FROM: CONSULTANT CONTROL COORDINATOR

DATE:

SUBJECT: CONSULTANT SHORTLIST PROCESS—AGREEMENT NO.

The Consultant Shortlist Committee has completed its evaluation of the consultant firms that responded with
Expressions of Interest for the referenced agreement. A reduced candidate's list/shortlist of __ firms was
deemed appropriate for the formal selection process.

The following firms are submitted as candidates for the shortlist. If approved, these firms will be requested to
prepare un-priced technical proposals and oral presentations.

Etc.
Y our Office'srecommendation for approval by the Secretary of the proposed short list is requested.

If you approve the proposed shortlist, please forward your recommendation to the Secretary for final approval
so we may proceed with the formal selection process.

Recommended: Date:
Director of

Approved: Date:
Secretary,
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Figure 3-7
Notification to Shortlisted Firms

NOTIFICATION TO SHORTLISTED FIRMS

Dear

SUBJECT: CONSULTANT SHORTLIST PROCESS
AGREEMENT NO.

CONGRATULATIONS! The Delaware Department of Transportation has selected your firm as one of those
that will be given an opportunity to submit a technical proposal and give an oral presentation for the above
project.

You will be notified of a Pre-proposal Meeting in the very near future. This meeting will give your firm an
opportunity to ask questions you might have pertaining to the project or our selection process. Our
administrative procedures, scope of services, appropriate handouts, technical proposal instructions, and other
pertinent information will be discussed. We request that you refrain from any additional contact with
Department officials concerning this project until the Pre-Proposal Meeting.

You may feel free to contact this Office if you have any questions regarding our selection procedure for this
project that cannot wait until the meeting.

Sincerely,

Consultant Control Coordinator
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Figure3-8
Notification to Firms Not Shortlisted

NOTIFICATION TO FIRMS
NOT SHORTLISTED

Dear

SUBJECT, CONSULTANT SHORTLIST PROCESSAGREEMENT NO.

Your firm was not shortlisted for further consideration on the referenced project. Y our name will remain on our
list to receive announcements for future projects. It isthe Department's policy not to provide debriefings for
thosefirmsthat were not shortlisted.

Technical proposals for further consideration will be requested from the following firms:

We appreciate the opportunity to review your submission and hope that your firm will continue to be
interested in providing professional servicesfor DelDOT.

Sincerely,

Consultant Control Coordinator
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Figure3-9
Selection Committee Process | nitiation

SELECTION COMMITTEE PROCESSINITIATION

TO: SELECTION COMMITTEE
(Name)—_, DEBRIEFING OFFICER

(Name)—, CONSULTANT PROCEDURES COMMITTEE

FROM: CONSULTANT CONTROL COORDINATOR
DATE:
SUBJECT: CONSULTANT SELECTION CONSULTANT AGREEMENT NO.

A meeting has been scheduled to discuss the selection process for the referenced project. The date, time and

place for the meeting are:
DATE:
TIME:

PLACE: — CONFERENCE ROOM, ADMINISTRATION BUILDING

In preparation for the meeting, | am sending you the following:
() An agendafor the meeting;

2 Approval of the shortliss and the names of the firms

shortlisted;

(3 Copies of rating sheets on previous consultant selections which can be modified to meet the

criteria selected for this project; and

4 A copy of the Request for Consulting Services used to advertise the project.

Please review this information as thoroughly as possible before we meet so that rating criteria can be
established quickly and the meeting time can be kept to a minimum. Also, during the meeting, we will be
attempting to set the appropriate dates for the entire selection process. It would be advisable to bring your

appointment books so that we can resolve any possible conflictsin scheduling quickly.

Enclosures
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Figure3-10
Request for Technical Proposals and Scheduling of Pre-Proposal Meeting

REQUEST FOR TECHNICAL PROPOSALSAND
SCHEDULING OF PRE-PROPOSAL CONFERENCE

(DATE)
Dear
SUBJECT: CONSULTANT SELECTION—AGREEMENT NO.

To promote a better understanding of what is expected on the referenced project, a pre-proposal conference
has been scheduled as follows:

TIME:
DATE:

PLACE: _____ CONFERENCE ROOM
TRANSPORTATION ADMINISTRATION CENTER
DOVER, DELAWARE

The Delaware Department of Transportation will be requesting your firm to submit a Technical Proposal to
perform services required for the referenced project. In addition to the Technical submission, you will be
expected to offer an Oral Presentation. Each submission will be rated separately by the Department's Selection
Committee. Rating criteriawill be discussed at the pre-proposal meeting.

Six (6) copies of your Technical Proposal submission will be due no later than 3:00PM.on—___ 199
—. Proposals should be delivered to:

Consultant Control Coordinator

Contract Administration Section

Delaware Department of Transportation

P.O. Box 778 (Across from the Blue Hen Mall)
Dover, Delaware 19903

Any questions regarding proposal preparation following the pre-proposal conference should be directed by
FAXto— Consultant Control Coordinator, FAX #

We encourage that attendance at the pre-proposal conference be limited to those persons from your firm who
will beinvolved in the day-to-day project activities.

Sincerely,

Consultant Control Coordinator
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Figure3-11
Pre-Proposal Meeting Agenda

STATE OF DELAWARE

PRE-PROPOSAL MEETING

AGREEMENT NO.: 825
MATERIALSINSPECTION AND TESTING
CALENDAR YEARS 1996 & 1997

DELAWARE DEPARTMENT OF TRANSPORTATION

ANNE P. CANBY, SECRETARY
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Figure 3-11 (Continued)

Contract Administration
(302)739-5282

TABI FOF CONTENTS

AGRFEMENT NO.

PROJECT:

1. AGENDA

2. ORAL EVALUATION PREPARATION INSTRUCTIONS

w

. SCORE SHEET-ORAL PRESENTATION

4. ORIGINAL REQUEST FOR CONSULTING SERVICES

5. SAMPLE PRICE PROPOSAL FORMAT & DELAWARE
DOT POLICY INFORMATION RE: COST LIMITATIONS
(THISISFOR INFORMATIONAI PURPOSFSONI Y PRICE

LSNOT DISCUSSFD DURING THE SFI FCTION PROCESS)

October 12, 1995

BM

8-15

16 - 17
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Figure 3-11 (Continued)
Pre-Proposal Meeting Agenda

AGENDA

PRE-PROPOSAL CONFERENCE

DATE: NOVEMBER 21, 1995 (TUESDAY)
TIME: 10:00 A.M.
PLACE: CENTRAL DIST. CONFERENCE ROOM—
DOVER
AGREEMENT NO. 828
PROJECT: DELAWARE ROUTE 54 RECONSTRUCTION
ADMINISTRATOR: | OFFICE OF PRECONSTRUCTION
CORRIDOR MGMT.

. INTRODUCTIONS: BILL MANSHIP, CONSULTANT COORDINATOR,
DelDOT

. ADMINISTRATIVE: BILL MANSHIP, CONSULTANT COORDINATOR,
DelDOT

A. TECHNICAL PROPOSAL DUE DATE.

B. SCHEDULED DATE FOR ORAL PRESENTATIONS.
C. EVALUATION PROCESS.

D. FEE LIMITATIONS.

1. TECHNICAI /SCOPF OF WORK:
ED KUIPERS, CORRIDOR MGMT. ENGINEER

IV. QUESTION/ANSWER PERIQD:

MR. KUIPERS & CONSULTANT CANDIDATES

Figure 3-11 (Continued)
Pre-Proposal Meeting Agenda
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Figure 3-11 (Continued)
Pre-Proposal Meeting Agenda

kkhkkhkkhkkhkhkhkhkhkhkhkhkhkhkhkhkhhkhhkhkkxhkxkkx A G E N D A (Contlnued)

khkkkhkhkkkhkhkhkhkhkkhkhkhkkhkhkhkkkikhxk*k

V.  SUMMARY

Any further questions after today's meeting must be in writing
(recommend using FAX) and directed to:

Mr. William C. Manship

Consultant Control Coordinator
Delawar e Department of Transportation
P.O. Box 778

Dover, DE 19903

FAX NO: 302-739-6119
EXPRESSMAILING ADDRESS:

DELAWARE DEPARTMENT OF TRANSPORTATION
ADMINISTRATION CENTER

ROUTE 113 SOUTH (ACROSS FROM BLUE HEN
MALL/BLUE HEN CORPORATE CENTER)

DOVER, DELAWARE 19901
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Figure 3-11 (Continued)
Pre-Proposal Meeting Agenda

AGENDA
PRE-PROPOSAL MEETING
DATE: THURSDAY, OCTOBER 12, 1995
TIME: 10:00A.M.
PLACE: EXECUTIVE CONFERENCE ROOM
TRANSPORTATION ADMIN. BLDG.
DOVER, DE

AGREEMENT NO. 823

3-YEAR OPEN-END CONTRACT
ENVIRONMENTAL INVESTIGATIONS & ASSESSMENT SERVICES

I INTRODUCTIONS......oooererrererererereerereenerenens BILL MANSHIP
........................................... COORDINATOR
........................................... DELAWARE DOT

1. ADMINISTRATIVE PROCEDURES.....BILL MANSHIP
............ COORDINATOR
............ DELAWARE DOT
A. DUE DATE FOR ORAL INTERVIEWS
B.EVALUATION PROCESS
C.FEELIMITATIONS

1. TECHNICAL/SCOPE OF WORK........... MARK TUDOR
............ PROJECT ENGINEER

V. QUESTION/ANSWER PERIOD.MARK TUDOR &
........................ CONSULTANT CANDIDATES
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Figure 3-11 (Continued)
Pre-Proposal Meeting Agenda

A GENDA (CONTINUED)

IV. QUESTION/ANSWER PERIOD (continued)

A. The Pre-Proposal Meeting is being taped in its entirety. Transcripts
from the tape are not available for distribution. They are used only to
inform our Selection Committee since the committee membership is
consider ed confidential.

B. When asking questions during the question-and-answer period,
please wait for a recorder to be brought to whoever is presenting a
guestion, and clearly state theindividual's name, and the name of the firm
represented.

V. UMMARY

Any further questions after today's meeting must be in writing
(recommend using FAX) and directed to:

William C. Manship

Consultant Control Coordinator
Delawar e Department of Transportation
P.O.Box 778

Dover, DE 19903

FAX NO.: (302) 739-6119
EXPRESSMAILING ADDRESS!
Delawar e Department of Transportation
(Acrossfrom the BlueHen Mall - U. S. 113)
North End of the DelDOT Administration Center
P.O.Box 778
Dover, DE 19903

BM/m

OCTOBER 12, 1995
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Figure 3-11 (Continued)
Pre-Proposal Meeting Agenda

MEETING STARTED: DATE:

MEETING ADJOURNED: BY:

PRE-PROPOSAL MEETING NOTES - AGREEMENT NO. 812

HIGHWAY SAFETY IMPROVEMENT PROGRAMS (HSIP)
FISCAL YEARS'96, '97 & '98

1. DUE DATE FOR RECEIVING TECHNICAL PROPOSALS FOR THIS PROJECT
ISSEPTEMBER 1, 1905 (FRIDAY).

*x 6 INDIVIDUAL COPIES OF THE TECHNICAL PROPOSALS ARE
REQUIRED.

SUGGESTIONS FOR TECHNICAL PROPOSAL S

1. DONT OVERWHELM US WITH A LOT OF WINDOW
DRESSING.

2. CONCENTRATE ON THE CAPABILITIES OF PROPOSED TEAM
MEMBERS, HOW LONG WITH YOUR FIRM, TYPES OF
INSPECTION WORK THEY HAVE PERFORMED,
MANAGEMENT APPROACH.

3. DEMONSTRATE STRATEGY USED TO PERFORM SIMILAR
ASSGNMENTS;, DESCRIBE A SAMPLE PROJCT FROM
BEGINNING TO END WOULD BE A GOOD EXAMPLE TO
FOLLOW.

2. THE SCHEDULED DATE FOR ORAL PRESENTATIONS IS SEPTEMBER 26,
1995 (TUESDAY),

*x ORAL PRESENTATIONSWILL BE HELD IN THE CENTER CON-
FERENCE ROOM.
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Figure 3-11 (Continued)
Pre-Proposal Meeting Agenda

Page 2
PRE-PROPOSAL MEETING FOR AGR. NO. 812 (CONTINUED)
March 20, 1996

3. THE EVALUATION PROCESS FOR THIS PROJECT WILL BE
WEIGHED:

06 - |

06 : |

A. THE ORAL PRESENTATION WILL CONSIST OF A
TOTAL OF 1-HOUR PER CANDIDATE; 30 MINUTES FOR
THE FIRM'S PRESFNTATION & 30 MINUTESWII | BE

DEVOTED TO A QUFSTION & ANSWEFR PFRIOD BY
THE SFI FCTION COMMITTEE. THE TIME PERIOD WILL
BE ADHERED TO RATHER STRICTLY, SO CONSDER

THAT WHEN PREPARING. THERE WILL BE APPROX. 15
MIN. ALLOTTED FOR SET-UP TIME.

ANY HRM THAT IS MORE THAN 30 MINUTES LATE
FOR ITS ASSIGNED BEGINNING TIME IS AUTOMATICAL-
LY DISQUALIFIED AND WILL NOT BE ALLOWED TO
MAKE ITS PRESENTATION, UNLESS THERE ARE EX-
TREME CIRCUMSTANCES.

B. WE WOULD LIKE FOR YOU TO INVOLVE YOUR
KEY PERSONNEL AS MUCH AS POSSIBLE DURING THE IN-
TERVIEW SESSION, AND IF POSSIBLE PROVIDE SOME
TYPE OF VISIBLE |.D, FOR FACH OF THE TEAM MEMBERS

(NOTHING ELABORATE). Any key personnd changes from
| | orittedl witl inal :

nould | ficall i hnical
al.
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Figure 3-11 (Continued)
Pre-Proposal Meeting Agenda

Page 3
PRE-PROPOSAL MEETING FOR AGR. NO. 812 (continued)
March 20, 1996

4, OVERHEAD ISLIMITED TO A MAXIMUM OF 123% ON THIS PROJ-
ECT.

A. SALARY RATE MAXIMUMS FOR THE VARIOUS OCCUPA-
TIONS CLASSIHCATIONS WILL BE ESTABLISHED DURING THE
NEGOTIATION STAGE; I.E. SALARIES WILL BE BILLED AT ACTUAL
RATES BUT CANNOT EXCEED THE MAXIMUM RATE ESTABLISHED
DURING PRICE NEGOTIATIONS. THESE PROPOSAL RATES AND
YOUR PRICE PROPOSAL WILL BE CONSIDERED AN EXHIBIT TO &
REFERENCED IN YOUR AGREEMENT.

B. PROFIT/FIXED FEE WILL BE NEGOTIATED BY THE CON-
TRACTING OFFICER.

C. COMPUTER AND CADD COSTS ARE NOT ALLOWABLE AS
A DIRECT CHARGE TO THIS PROJECT.

D. EMPHASZE THAT PRICE QUOTATIONS ARE NOT A RE-
QUIREMENT DURING THE SELECTION PROCESS

5. ITEM NO. 5 IN THE TABLE OF CONTENTS REFERS TO A SAMPLE
PROPOSAL & OTHER COSTING DATA. IHISIS FOR INFORMATIONAL
PURPOSES ONLY. THISGIVES A FAIRLY COMPREHENSIVE DESCRIPTION
OF HOW WE CONTRACT IN DELAWARE. |E YOU FIND THAT THESE
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Figure 3-11 (Continued)
Pre-Proposal Meeting Agenda

Page 4
PRE-PROPOSAL MEETING FOR AGR. #812
March 20, 1996

6. QUESTIONS AFTER TODAY'S MEETING MUST BE DIRECTED TO MY
OFFICE, AND THE RESULTING QUESTION(S) & ANSWER(S) WILL BE
SHARED EQUALLY AMONG ALL CANDIDATES.

A. MY OFFICES FAX NO. IS INCLUDED IN THE AGENDA
HANDOUT AND OUR EXPRESS MAILING ADDRESS IS ALSO
INCLUDED IN THE HANDOUT.

7. IHESELECTION COMMITTEE APPOINTMENTSARE CONFIDENTIAL. |

A. ONCE A SELECTION IS MADE, THERE WILL BE A DE-
BRIEFING PERSON APPOINTED TO TALK WITH THE UNSUCCESSFUL
CANDIDATES IF THEY SO DESIRE. YOU WILL BE NOTIFIED RE-
GARDING WHO TO CONTACT. PLEASE ALLOW 2 - 3 WEEKS BEFORE
MAKING THE CONTACT. WE WOULD APPRECIATE IT IF YOU
WOULD NOT CONTACT INDIVIDUAL MEMBERS OF THE SELECTION
COMMITTEE REGARDING THE FINAL SELECTION PROCESS. IHE

8. OTHER:
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Figure3-12
Typical Technical Proposal I nstructions

Contract
Administration
(302) 739-5282

TECHNICAL PROPOSAL PREPARATION INSTRUCTIONS

SUBJECT: AGREEMENT NO.,

Each shortlisted consultant shall review the material furnished by the Delaware Department of
Transportation (DelDOT). The consultant shal prepare and submit a Technica Proposal demon-
strating their approach to the work. Technical proposals shal be prepared according to the following
regquirements.

PROPOSAL FORMAT
An in-depth proposal covering al phases of the project should be submitted. To facilitate review, the
proposals should be structured in the following format with work involving each of the phases clearly
separated.

» Table of Contents.

* Project Team (Includes subconsultants).

* Firm's Capabilities & Commitments (Include subconsultants).

* Project Understanding and Services Required.

e Manpower schedules.

* Project Management.

The proposal should list two (2) client references. The references should be for projects that
relate as closaly as possible to the project for which you are being considered. If possible, select
references for projects where some key personnel proposed for this project were involved and
designate those projects accordingly.

For referenca list prOJect name, cllent Ilason addresa and phone number Please ensure that
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Figure 3-12 (Continued)
Typical Technical Proposal I nstructions

PAGE 2
TECHNICAL PROPOSAL PREPARATION INSTRUCTIONS (continued)

 Other Pertinent Information. Do not enclose any Company brochures or promotional

ed. The name and telephone

number of the flrms contact person should bel ncI uded o

PROPOSAL CONTENTS

The in-depth proposal should define in detail the consultant's approach to the project. Please include
the level and type of staffing anticipated throughout the project. The level of involvement anticipated
from DelDOT should also be described.

Identify the key personnel to be used on this project. Provide an experience history for a maximum

of 10 personnel (maximum 1 sheet per person). Please indicate if the key personnel listed are
presently employed by your firm and their length of service.

(1)

There are no MBE/WBE goals associated with this consultant contract.
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Figure 3-12 (Continued)
Typical Technical Proposal I nstructions

PAGE 3
TECHNICAL PROPOSAL PREPARATION INSTRUCTIONS (continued)

PROPOSAL SUBMITTAL
Technica proposas shall be due at 4:30 P.M. on March 15, 1994 at the office of:

William C. Manship, Consultant Control Coordinator
Contract Administration Office

Department of Transportation

P. O. Box 778 (Across from Blue Hen Mdll)

Dover, DE 19903

Phone: (302) 739-5282
FAX: (302) 739-6119

FEDERAL EXPRESS ADDRESS:
DELAWARE DEPARTMENT OF TRANSPORTATION
HIGHWAY ADMINISTRATION BUILDING
RTE. 113 SOUTH (ACROSS FROM BLUE HEN MALL)
DOVER, DE 19901

The Contract will be established on a task order basis. Contractual arrangements will be on a cost-
plus-fixed-fee kesis with a maximum alowable overhead set at _105 %. The cost schedule will be
negotiated following selection of the consultant, at which time the scope of the desired services may
be further defined.

The Department's Selection Committee will evauate the information presented on the Technical
Proposal submlsﬂons separately from the Oral Presentations ]]Jeleghm_cal_Er_Qp_Qal_\MLl

One (1) copy of al Technical Proposals will be kept for file for a maximum period of 45 days after
approva by the Department's Secretary. Thereafter, only the successful candidate's Technical
Proposal submission will be kept in the project file.

Date: FEBRUARY 17, 1994
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Figure 3-12 (Continued)
Typical Technical Proposal I nstructions

PROPOSAI FORMAT AND OTHER COSTING INFORMATION
COST-PI USEIXED-EEF PROPQSAl FORMAT

DIRECT LABOR (MUST SHOW A RANGE FROM | OW RATE TO MAXIMUM EOR EACH
Cl ASSIFICATION):

h Classification
_ HRS.from$___ HR.tO........covrirnns $_ /HR
b Classificati
— HRS. from$__ HR. tO.ccoooeeeeeeeeeeeen. $ /HR.
Joh Classification;
__ _HRS. from$ HR. 10 e, $__ /HR

TOTAL DIRECT LABOR

FRINGE BENEFITS & OVERHEAD COMBINED NOT TO EXCEED 123% OF DIRECT
LABOR

PROFIT (NEGOTIATED BY CONTRACTING OFFICER & APPLIED TO DIRECT
LABOR & COMBINED FRINGE BENEFITS & OVERHEAD QNI Y)

$

$

TOTAL DIRECT LABOR, INDIRECT COST & PROFIT

DIRECT EXPENSES:

1. Mileage ( miles@$ )
2. Perdiem( days@$ )
3. Printing $

(Itemize other direct expenses normally billed to clients) $

TOTAL DIRECT EXPENSES

TOTAL PROPOSED PRICE

“FOR INFORMATIONAL PURPOSES ONLY”

$
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Figure 3-12 (Continued)
Typical Technical Proposal I nstructions

PAGE 2
PROPOSAL FORMAT AND OTHER COSTING INFORMATION (CONTINUED)

NOTE: THERFE 1S NO MARK-UP OR ADMINISTRATIVE COST Al | OWABI F ON
DIRFCT FXPENSFS OR SUBCONSUI TANT/SUBCONTRACTOR COSTS,

kkhkhkkkhhkkkhhhkkhhhkkhhhkhhhkhhhkhhhkhhhkhkhhkhkhhkhkhhkhkhhkhkhhhkhhhkhhhkhhhkhhhkhdhhkhdhhkhkkkhk,kkkx%x%x

CURRENT
DEPARTMENTAI PRICE I IMITATIONS ARF-
1. INDIRECT COST FOR DESIGN, PLANNING,
ETC e 123.00%
2. INDIRECT COST FOR ENVIRONMENTAL PROJECTS
INVOLVING HANDLING OF HAZARDOUS
MATERIALS.....................150.00%
3 INDIRECT COSsT FOR CONSTRUCTION
INSPECTION.....viieiiie e e e 105.00%

4. COMPUTER & CADD COSTS ARE NOT ALLOWABLE AS A DIRECT CHARGE
TO A PROJECT.

5. PROFESSIONAL LIABILITY INSURANCE LS NOT ALLOWABLE AS A DIRECT
CHARGE TO A PROJECT.

IF YOU PROPOSE TO USE AN ALL-INCLUSIVE HOURLY RATE FOR BILLING,
IT IS STILL NECESSARY FOR YOU TO INDICATE A BREAKDOWN OF HOW
THE RATE WAS DETERMINED TO ENSURE THAT THE COMPONENTS DO
NOT EXCEED THE PRESCRIBED DEPARTMENTAL LIMITATIONS.

THE USE OF A MULTIPLIER IS PERMISSIBLE WHEN DEVELOPING A PRICE
PROPOSAL, HOWEVER ASIN THE CASE OF ALL-INCLUSIVE BILLING RATES
THE COMPONENTS OF THE MUI TIPIIFR CANNOT FXCFFD THF DFPART-
MENTAI | IMITATIONSEFOR SA| ARY RATES AND INDIRFCT COST.

BM/m

“FOR INFORMATIONAL PURPOSES ONLY”
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Figure3-13
Pre-Proposal Meeting Minutes Transmittal to the Selection Committee

PRE-PROPOSAL CONFERENCE MINUTESTRANSMITTAL
TO THE SELECTION COMMITTEE

TC: SELECTION COMMITTEE
(Name—  DEBRIEFING OFFICER

(Name—, PROCEDURES COMMITTEE MEMBER

FROM: CONSULTANT CONTROL COORDINATOR
DATE:
SUBJECT: CONSULTANT AGREEMENT NO.

Enclosed for your information is a copy of the notes that were taken during the Pre-Proposal Meeting held on
. Also, enclosed is acopy of the Pre-Proposal Meeting handout that was provided the firmsin
attendance.

The schedule for the remaining portion of the selection process is included. Please notify this office
immediately of any conflicts with the proposed schedule.

If you have any questions, please call this office.

Selection Procedure—L ar ge Professional Services 3-37



DelDOT Professional Services Procurement Manual

Figure3-14
Technical Proposals, Score Sheets and Review Guidelines Transmittal

TECHNICAL PROPOSALS, SCORE SHEETSAND REVIEW
GUIDELINESTRANSMITTAL

TC: SELECTION COMMITTEE

FROM: CONSULTANT CONTROL COORDINATOR
DATE:

SUBJECT: CONSULTANT AGREEMENT NO.

Thefollowing is being provided regarding the consultant selection process for the referenced project:
#1—Technical Proposalsfor the shortlisted firms
#2—Technical Score Sheets
#3—Review Guidelines
#4—Schedule of dates for Selection Process.

Scoring of the Technical Proposals should be completed by

A meeting isscheduledat ___A.M.inthe___ Conferenceroomon_—_______ to turnin thetechnical
proposal score sheets and develop questions for the Oral Presentations.

It is advisable that each Committee member develops some questions of their own as they review each firm's
Technical Proposal.

If you have any question regarding the selection process of this very important and highly visible project,
please call this office.

Thanks for your assistance in this most important selection process.
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Figure3-15
Typical Technical Proposal Score Sheets
Agreement No. Project Name: date:
Scored by: Committee Members:
[tem Description VaueX Wt | Firm Firm Firm
1. Project Team | Qualifications & relevant individual
experience. Unique qualifications of key
membersto project. Time commitment of
key members. Team experience on similar
projects (1-10) X
2. Frm Demonstrated capability on similar project.
Resources & Commitment as to keeping key staff on job.
Capabilities Other on-going project & priorities &
impact on key staff members. (1-10) X
3. Project Demonstrate knowledge of work required.
Understanding Complete & comprehensive explanation of
and Approach work process. Logical course(s) of action
to meet project goals.
Environmental/aesthetic consideration.
Provide understanding of project
impacts/impediments & conflicts. (1-10) X
Innovative approaches,
4. Project Experience & performance of the Proj Mgrs
Management relating to managing projects of thissize.
Proj Mgrs plan to maintain quality control,
coat control, & management of
subconsultants, outside agencies, & public. | (1-10) X
5. Schedule Schedule by task & phase; for prime
consultant & subconsultants internal
measures proposed for timely completion.
Person responsible for schedule.
(1-10) X
6. Location of Identify all major work elements and
Work location where they will be performed.
Offices where work will be performed by the
prime consultant & subconsultants. (1-10) X
7. References (5) | Timely performance, within budget, quality
of work. Constructibility of project design.
Name of client liaison, address, phone no. (1-10) X
TOTAL
X % X % X %
(TECHNICAL SCORE WILL REPRESENT % OF THE TOTAL OVERALL
SCORE)
GRAND TOTAL
EOR SCORING:

USE WHOLE NUMBERS WHEN DETERMINING THE VALUES

1

2. FORGRAND TOTAL, ROUND OFF SCORE TO NEXT HIGHEST NUMBER; FOR EX. 1.635 = 1.64

3. SCORINGISON A SCALE OF 1-10; 101S CONSIDERED THE TOP SCORE; SCORES CAN NOT GO ABOVE 10
ORBELOW 1
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Figure 3-16
Guidelinesfor Reviewing Consultant Technical Proposals

GUIDELINESFOR REVIEWING CONSULTANT
TECHNICAL PROPOSALS

These guidelines are for use by Selection Committee members in preparing their Technical Proposal Scoring
Sheet. The proposals are rated against what the Department expects and requires for a successful completion
of a particular project. Each project is unique with its own special requirements and problems. Therefore, each
committee must determine the value of a particular itemand its weighted valuein relation to the total itemsto be
scored. New or additional items may be added by the Committee depending upon the complexity or uniqueness
of the project being discussed.

For preparing the technical proposal, the Consultant, at the Pre-Proposal Meeting, is given a detailed
presentation on the project scope by the Project Manager, awritten copy of the scope of work, a description of
the evaluation process, a copy of the rating criteria with weighted values, and instructions on how to prepare
the proposal.

The following elements are those most conmonly used to score technical proposals.
l. SCORING CRITERIA

* Project Understanding. This element is evaluated to determine if the firm has a thorough knowledge
of what must be done to satisfactorily complete the project.

« Work Plan/Project Approach. This element is evaluated to determine how the firm plans to
accomplish the work as outlined in the Scope of Work, their capability to perform these services accu-
rately and within the time schedule, and how they plan to solve or mitigate any identified specia prob-
lems.

» Firm's Resour ces, Capabilities and Commitments. This element is evaluated to ascertain whether the
firm possesses the necessary total resources, capability to staff, and corporate commitment to assign and
maintain key staff team members to complete a successful project.

e Project Team. This element is rated by evaluating the key staff nembers with the mgjor project
responsibilities versus their area(s) of expertise, years of experience, professional or technical
qualifications, and past experience and responsibilitiesindividually and as ateam.

* Current and Past Performance. Thiselement israted by the consultant's actual performance on previ-
ous and current projects, for DelDOT or other agencies.

» Project Management. This element evaluates how the team will be organized, how responsibilities are
divided or shared, how tasks outside the Project Manager's direct control are prioritized and monitored,
how costs will be managed and how quality control will be maintained.

« Schedule. This element rates the reasonableness of the proposed schedule as it relatesto work tasks
versus estimated time to conplete and the assignment of resources to accomplish the task on schedule. A
firm's presentation of a schedule that shortens or extends that proposed by the Department should be
evaluated on the same basis and with the same intensity as those firms who show meeting all the desired
completion times.
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Figure 3-16 (Continued)
Guidelinesfor Reviewing Consultant Technical Proposals

* Location of Work. This element is rated on where a work task will be performed, what the importance
of that task is to the overall success of the project, who will perform it, and how it will be coordinated with
therest of the project.

* Innovative Concepts. For unique or specialized services, one of the items in the scope of work may be
a requirement for all firms to present new and different ideas for problem solving or approaches to a
project. Occasionally, even on what appears to be a routine project, a firm may present a new and
innovative approach. In both cases, unless the firms had been expressly instructed otherwise in the pre-
proposal phase, the ideas set forth should be seriously evaluated for their content, validity,
reasonableness and applicability. Even the most routine projects have a uniqueness in some aspect.

1.  PROJECT UNDERSTANDING

This section of the proposal should provide enough information to convince the reviewer that the Consultant
isthoroughly familiar with what needs to be done to properly compl ete the project.

At the Pre-Proposal meeting of the Selection Conmittee, members are given a detailed presentation on the
project scope, critical issues, problem areas, unique features, and special requirements, either by work task or
staff expertise, and are advised by the Project Manager asto what it will take to make a successful project. For
multi-phased projects, it is very important that the Selection Committee be presented the total project needs,
not just theinitial phase.

The proposal should be reviewed to ensure that the project-specific features have been adequately detailed.
The reviewer does this by preparing a checklist of itemsto complete the
project. The checklist should be an outline of the mgjor items included in the scope of work. The overall quality
of response should reflect, in the judgment of the reviewer, how well and in how much detail the consultant has
responded to the major items in the scope of work or asidentified by the Project Manager.

The reviewer should develop a checklist of any project-specific criteriathat may be unique tothis project. The
proposal isthen reviewed to judge the quality and completeness of the Consultant's response.

The reviewer should develop a checklist of specifications, standards, and general criteria that may have been
identified in the scope of work or by the Project Manager as being applicable to this project. The proposal is
then reviewed to judge the quality and conpleteness of the Consultant's response.

The reviewer should develop a checklist of previously identified specific problems related to the project. The
proposal is reviewed to ensure these problems have been adequately addressed. If the Consultant identifies
additional problems that the reviewer feelsreally exist, the rating should be adjusted accordingly.

All subconsultants should be aware of their proposed work assignments and responsibilities. Appropriate
evidence of this knowledge should be documented in the proposal. There should be an indication in the
proposal that both the prime and the subconsultant have field reviewed the project site.

The Project Understanding Section of the proposal should be original and not just a repeat of the furnished
Scope of Work. The Consultant should clearly demonstrate an understanding of the requirements of the pro-
ject. The proposal should be reviewed to ascertain whether the information is presented in a clear, concise, and
easily understood manner. The information presented should be accurate and pertinent to the project.
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Figure 3-16 (Continued)
Guidelinesfor Reviewing Consultant Technical Proposals

. WORK PLAN/PROJECT APPROACH

This section of the proposal should show how the Consultant plans to accomplish the services outlined in the
Scope of Work.

When reviewing this category of the proposal the reviewer should determine if thereisalogical and reasonable
progression of tasks which will lead to the best possible project.

This category is particularly important when reviewing the prime's relationship with the sub-consultants and
clearly presents the sub-consultants' responsibilitiesin the work plan. The work plan should accurately explain
how the work tasks will be accomplished. Describing tasks and responsibilities clearly outside the Scope of
Work or unrelated to the project should not be considered a plus when rating this category.

The Consultant must thoroughly explain the various tasks and procedures involved in conpleting the project.
The detail presented should be to a level at which the reviewer is convinced the Consultant has a complete
understanding of the project.

As aminimum, all tasks as outlined in the Scope of Work should be discussed. If the Consultant recognizes
and discusses items that were not in the Scope of Work, but in fact will be required to make the project a
success, the reviewer may want to consider thisas a plusin evaluating this category.

The schedule presented in this portion should be carefully evaluated for agreement with the proposed work
plan, the major tasks outlined in the scope of work, any milestones or phasing key to the project, and
reasonableness of estimated time to complete each task. The schedule should identify and relate any sub-
consultant's participation because the prime has less control over a subconsultant's performance.

The Consultant must explain how the firm intends to solve any special problems that have been specifically
identified in the Scope of Work. Committee members may want to rate firms higher with innovative solutions to
specia problems that make sense, are economical, and are realistic. The reviewer should evaluate the proposed
work plan asto its originality, its clarity in demonstrating understanding of the requirements of the project, and
if theinformation presented is accurate and pertinent to this project.

AVA FIRM'SRESOURCES, CAPABILITIESAND COMMITMENTS

Most projects assigned to consultants involve the long-term use of a firm's resources, including personnel,
eguipment, material, and physical plant. The firm must have the ability to supply and sustain these resources
both financially and by corporate commitment throughout the duration of the project and especialy when
meeting key milestones. A project will have its peaks and valleys in resource needs, and the firm should
demonstrate capability to meet these varying needs.

This portion of the proposal is very critical to a project's success. However, it is one of the most difficult to
evaluate. Many firms maintain a core staff of permanent employees and supplement this staff with employees
from other offices or contract employees to meet project needs as they develop. Because of this, evaluation of
the key staff's past experience, performance and employment record becomes even more important. Stability of
the key team members both as individuals and as ateam should be considered a plus for the team.

The firm's past performance on projects similar in nature will also be an indication of the firm's strengths in
these areas. The proposal will normally indicate the total available staff, broken down into disciplines and/or
classifications.
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Figure 3-16 (Continued)
Guidelinesfor Reviewing Consultant Technical Proposals

There may be a further breakdown provided for each office, if the firm is not centralized. Total staff is an
indication of a firm's capabilities but could be misleading if the firm is aready over- committed to other
projects. Thisis also a difficult element to analyze since the start-up for the project being considered may take
severa months and other projects being developed by the firm will be at various stages of completion with
varying resource demands. The reviewer should not have to labor over making a reasonabl e determination of
the firm's status in this area. The consultant should present enough information to convince the reviewer that
the firm is adequately prepared to meet the resource requirements of the project.

The past performance of afirm isimportant to the extent that the proposed team members were participants in
the previous projects described. The technical qualifications of team members are important. Equally important
to asuccessful project isthe stability of the team's key members and the firm's commitment to support the team.

V. PROJECT TEAM

The Consultant's Project Team rating is based upon the resumes of the team members as submitted by the firm.
The reviewer needs to concentrate only on those staff members having key responsibilities for the project.
When rating these individuals, consider professional/technical registrations and/or certificates, years of
relevant experience, type of experience (technical and managerial), education, and number of years with the
current firm. Registrations include professional licenses such as Professional Engineer, Registered Land
Surveyor, Registered Landscape Architect, or Registered Geologist, as defined by State Law. Technical
certifications include NICET (National Institute of Certification in Engineering Technologies), Computer
Technology or related fields, Environmental Monitoring, Environmental

Analysis, Environmental Abatement, Archeology, Historic Structure Identification or other recognized
certification in aspecialty field.

All such licenses and certifications should be evaluated as to their relevancy to the project being considered.
The reviewer should be aware that for public works projects involving the safety of the public at least one
person in responsible charge must hold a Delaware Registration in the primary field of expertise in which the
project lies and be legally capable of signing and affixing a valid seal (stamp) to the final product being
submitted.

The Expression of Interest, Scope of Work, or other document may have identified a particular professional
license or expertise in which the firm's team members must show particular compliance and competence. The
reviewer should ensure that the proposed team meets these requirements.

The team's experience is to be evaluated both as individuals and as a team. Past responsibilities on projects
should be identified as they relate to those expected on the project being considered. Each past project should
include the individual's function on that project. The proposal should be reviewed to ensure that the
individual's function proposed on this project is similar to that performed on recent projects or is consistent
with expected professional growth. Instructions given on how to prepare the proposal will limit the number of
projects and time frame for which the experience portion of the resume should be developed. A staff member's
entire employment history could be considered a detriment to the clarity and conciseness of a proposal. In
reviewing the team's qualifications, performance as a team on current or past DelDOT projects or on similar
projects for other agencies should be evaluated.
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Two members of the team are of particular concern and should be evaluated in more depth than some of the
more minor members. These two individuals are the Project Manager and/or the Project Engineer. Together
they represent the key to a successful project. In addition to their professional qualifications, it isimportant to
determine their ability to work together. Even more important is to determine whether or not they have the
ability within the corporate structure to acquire, select, and assign the right combination of material, physical
and personnel resources necessary to control project quality, development and schedules. A commitment from
afirm's corporate member does not necessarily translate to action at the project level. Thisis particularly critical
if the firm has limited resourcesto draw upon.

Each Reviewer will have to determine the quality and appropriateness of the team's indicated educational
background asit relates to the various tasks to be completed and the assigned levels of responsihilities.

VI. LOCATION OF WORK

Location of Work does not necessarily refer to the project location. The actual location where the various prime
and sub work tasks will be performed is often more important. This element could be very relevant or of little to
no significance depending upon the type of project being considered. The entire needs of a project must be
considered, especialy if phasing of the work is anticipated.

Many firms have multiple offices with specialized staff, function, and equipment assigned to that particular
location, under the control of one of the principals. This can even occur in the same building, depending upon
the corporate organizational structure. The Project Manager may have complete control of the resources within
the Manager's Division or office but none outside of that area.

For instance, it is possible that the CADD, printing, geotechnical investigation, and survey operations could all
be under separate managers. A request by DelDOT's Project Manager may be only one out of many to be
contended with. The reviewer must be able to sift through the presentation and determine if, in fact, the Project
Manager or at least one or two of the top two team members have in the past demonstrated their ability to suc-
cessfully coordinate activities even if not under their direct control.

Demonstrated ability and experience with coordinating the use of subconsultants is also a critical concern
when evaluating ateam's experience.

VII. PROJECT MANAGEMENT

Project Management includes the review of the team's organizational structure, assignments of responsibility,
task monitoring procedure, use and control of subconsultants, method of controlling person-hour utilization
and budget, scheduling and quality control.

The proposal should describe how the consult-ant will coordinate the various work tasks with the Department,
subconsultants, outside agencies, the public, and within its own organization, particularly if several
professional disciplines are to be used. Lines of authority and responsibilities should be clear and under the
Project Manager's control.

If special or difficult coordination problems have been identified in the Scope of Work or at the Pre-Proposal
Meeting, the reviewer should ensure that these have been specifically addressed.
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Figure 3-16 (Continued)
Guidelinesfor Reviewing Consultant Technical Proposals

VIII. SCHEDULE

As part of the instruction package distributed for preparing the proposal, the Department normally provides an
anticipated time frame, in months, for the total time estimated to conplete the project. For projectsthat are to be
phased, the time frame for completion of the first phase is given. Since the project could be dropped, recycled,
or the scope significantly changed depending upon the results of phase one, it is not practical, or in most cases
even possible, to place atime frame on subsequent phases.

Except in special cases, the Department does not provide a further breakdown in scheduling. In fact, thisis part
of the reviewer's evaluation of the proposal, to determine if the consultant recognizes the key task elements.

The proposal should include a schedule, usually in bar chart form. The schedule will show the major key tasks
and the consultant's estimate of time to complete each task. Any interdependence of functions and use of

subconsultants should also be integrated into the schedule.

The reviewer's job is to determine if the key elements have been identified, the interrelationships are
reasonable, and the time proposed to complete each task is realistic. The schedule may or may not include
delays due to various reviews during project development. Frequently, turnaround time for reviews can be
quite lengthy and unpredictable. Therefore, the consultant may choose to just present the actual estimated time
to complete the task itself.

The project schedules on some projects may be overly optimistic and therefore unrealistic. Frequently, projects
are not completed “under or within budget and on time.” For these reasons, proposed schedules that project
more or less time should be evaluated with an open mind, rather than rejecting them immediately asinvalid. The
reviewer must determine the validity of the schedule and the adequacy of the consultant's defense of the
schedul e as presented.

IX. INNOVATIVE CONCEPTS

The Scope of Work may identify some element of the project for which the Department does not have a
satisfactory method of resolving. The scope may leave this problem area open for the each consultant to
present their best solution. In some cases, the solution presented could be the key element upon which the
proposal will be evaluated.

Many projects are very similar in the work task requirements and mey not be suitable for the introduction of
new and innovative approaches. However, the philosophical idea that “we have always done it that way”
should not be fixed in a reviewer's mind. Unless firms have been instructed to the contrary during the pre-
proposal phase, the introduction of new ideas and processes should not be ignored. Instead, the reviewer
should evaluate innovative concepts for being realistic and of value. Perhaps the concepts will allow the
project to flow better and be more successful. The reviewer should determineif the firm's suggestions are valid.
Firms realize that presenting innovative ideasis risky and do not normally do so unless they really believe that
their suggestionswill produce a better project.
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Figure 3-17
Oral Presentations Schedules

SCHEDULING OF ORAL PRESENTATIONS

(DATE)

Dear

SUBJECT: ORAL PRESENTATIONS—AGREEMENT NO.

During the Pre-Proposal Meeting that washeldon_____________ it wasindicated that a date and time would

be established for oral presentations on the referenced project. Your firm's oral presentation appointment for
the referenced project has been scheduled as follows:

DATE:

TIME:

PLACE:
We have allotted one (1) hour for your interview session with our Selection Committee. We are asking that you
limit your presentation to no more than 30 minutes. The remainder of the time will be dedicated to a question-
and-answer period by the Selection Committee. Please limit the participants for your team to those who will be
intimately involved in the project. Please provide a visible means of identification for those members
representing your project team who will be participating in the presentation. Unless there are extreme
circumstances, any firm that is more than 30 minutes late for their appointment will be disqualified.

Please advise this office aweek in advance if there are any aids that we may be able to provideto assist in your
presentation.

Sincerely,

Consultant Control Coordinator
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Figure3-18
Oral Presentation Administrative Procedures

ORAL PRESENTATIONS—AGREEMENT NO.
PROJECT NO.

1. OPENING REMARKS

Introduce Panel:

2. GROUND RULES FOR PRESENTATION

A. Asindicated previously, you have approximately 30 minutes for your presentation; the
remaining 30 minutes will be devoted to questions and answers by the Committee.

B. We are interviewing the —_ firms that were shortlisted today. | will be making a very
dedicated effort to keeping this interview process on time. | will try to notify both you and our
Committee when there are approximately 5 minutes left for the various portions of the presentation
effort.

3. DEBRIEFING OFFICER

A debriefing officer is named from this panel to be available to discuss the results of the
Department's final selections. You will be notified as to who that individual is when our selections are
made. If your firm is not selected, do not contact individual panel members for debriefing. One month from
the time of the selection notification is the maximum allowable time for debriefing unless scheduling
problems exist. It normally takes us about 10 days to assemble the debriefing information, and
appointments should be arranged to follow that 10-day period.

4. VOTING PROCESS

The voting process will be completed within several days. Notification to the firms will be
pending final approval by the Department's Secretary.

5. PROCEED WITH INTERVIEWS
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Figure3-19
General Reasonsfor Conducting Oral Presentations

GENERAL REASONS FOR CONDUCTING ORAL PRESENTATIONS

10.

11

13.

14.

Ensure team members are conversant with proposal and understand the proposal.
M eet team personally, meets the people who will actually do the work.

Provides opportunity to ask specific questions not included in the technical proposal and get
more details.

Verify qualifications, expertise and project approach.

Clarify areas of technical submission that are not clear.

Ascertain depth of experience.

Judge presentation skills, if public involvement isan important part of the project.
Determine general knowledge of subject matter.

“Pin down” consultant on any questionable claims that may have been included in the
technical proposal.

Determine knowledge, skills and work style of the consultant's staff.

Judge abilities of consultants first-hand and face-to-face.

Judge how well key staff will be able to work with Department personnel.
Discuss options for modifying the scope of work and time schedule if necessary.

Determine level of commitment to project.
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Figure 3-20
Typical Oral Presentation Rating Sheets
(Used in Combination with technical proposal score sheets)

AGREEMENT NO. |

PROJECT:

— ORAI PRESENTATION RATING SCORE SHEET |

ELEMENTS

1. QUESTION AND ANSWERS..... oottt
(To be developed on receipt of Technical Proposals)

2. APPROACH TO THE PROJECT ..ottt

3. FAMILIARITY WITH THE PROJECT ..ottt

4. OVERALL PRESENTATION ..ottt

TOTAL POINTS. .ttt 1.00

EOR SCORING:
1. USE WHOLE NUMBERSWHEN DETERMINING THE VALUES.

2. FOR GRAND TOTAL SCORES ROUND OFF SCORE TO NEXT HIGHEST NUM -
BER; FOR EXAMPLE 1.635 = 1.64.

3. SCORING ISON A SCALE OF 1to 10. 10 1S CONSIDERED THE TOP SCORE.
YOU CANNOT SCORE A FIRM HIGHER THAN 10 NOR LOWER THAN 1.
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Figure 3-20

Typical Oral Presentation Rating Sheets
(Used in Combination with technical proposal score sheets)

ORAL PROPOSAL RANKING FORM

AGREEMENT NO. REVIEWER:

PROJECT DESCRIPTION:

RATING
% FACTOR * (1? 10) =

1 Quedtion/Answer
b50* (1? 10) =

2. Approach to Project
20* (1? 10) =

3. Familiarity w/ Project &
Proposal Information

20* (1?2 10) =
4. Overdl Presentation

J10* (1? 10) =
TOTAL
1.00

X % X % X % X % X %
GRAND TOTAL

ORAL PRESENTATIONSWILL REPRESENT % OF THE TOTAL OVERALL SCORE
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Figure 3-20
Typical Oral Presentation Rating Sheets
(Used in when oral presentations only are related)
Agreement No. Project Name: date:

Scored by: Committee Members:

Vaue X

Wi Firm Firm Firm

Item Description

Discuss: qualifications & relevant individual
experience of the team available for assignments
based on the services described in the 'Request

1. Project Team | for Consultant Services." Describe the proposed
Proj Mgr involvement on various types of open-
end project assignments. In-house quality control
program. (1) X

Discuss: firm's experience on open-end projects.
Discuss only those contracts that are similar to
this statewide road design contract. Describe how
extensively you would expect to utilize
subconsultants & your previous experience with
the proposed sub. Briefly demonstrate the
procedure used by your firm to estimate
construction costs for open-end work. Briefly
discuss the process used by your firm to track
multiple projects being performed concurrently for
asingleclient. Demonstrate how you wold
supplement staffing if required. Describe your
firm's mission statement & the qualities that would
set you apart from your competition.

2. Arm
Resources &
Capabilities

()X

Discuss: your knowledge of various DelDOT
design procedures & the specificationsthat are
applicable to road design projects. What isyour
approach to keeping multiple assignments on
schedule & within budget? Describe your
approach to problem solving on open-end work.
What opportunities are there for innovation on
open-end contracts? ()X

3. Project
Understanding
and Approach

Discuss: location of office that will be responsible
for the administration of the project assignments.
If there are multiple office involved, exhibit what
the locations are & what type of staffing will come
from those offices. Discuss where the officeisfor
any proposed sub(s). (12X

4. Location

Quality of Presentation: did the candidate cover

5. Overdll the desired material? Was the staff present
Presentation sufficiently prepared & sufficiently involved in the
interview process? ()X

TOTAL 1.00

EOR SCORING:

USE WHOLE NUMBERS WHEN DETERMINING THE VALUES

FOR GRAND TOTAL, ROUND OFF SCORE TO NEXT HIGHEST NUMBER; FOR EX. 1.635 = 1.64

SCORING ISON A SCALE OF 1-10; 101SCONSDERED THE TOP SCORE; SCORES CAN NOT GO ABOVE 10
ORBELOW 1

ION N

Figure3-21
Typical Oral Presentation Composite Scoring Work Sheet
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ORAL PRESENTATION WORKSHEET

EVALUATOR:
DATE:
AGREEMENT NO.
PROJECT:
NAME OF CONSULTANT:
Percentage Factor  x Rating = Score
(1to5)
1. Question/Answer Period 20%
2. Approach to Project 30 %
3. Familiarity with Project 30 %
4. Overal Presentation 20 %
TOTAL 100 %

NOTE: Evaluation factors and percentage weights are determined individually for each project by the Selection
Committee.

ORAL PRESENTATION INTERVIEW NOTES

PRO (+) COMMENTS CON (-) COMMENTS

Figure 3-22
Initiating Director Notification—Ranking of Shortlisted Firms
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INITIATING DIRECTOR NOTIFICATION
RANKING OF SHORTLISTED FIRMS

TO: DIRECTOR OF

FROM: CONSULTANT CONTROL COORDINATOR

DATE:

SUBJECT: CONSULTANT SELECTION PROCESS—AGREEMENT NO.

The Consultant Selection Committee has reviewed and evaluated the submissions by the consultant
candidates for the referenced agreement.

There were _ firms shortlisted. Following are the results of the Selection Committee's eval uation:
1
2.
3.
4.
5.
If you are in agreement with the Committee's selection, please sign below and forward this memorandum to the

Secretary for approval so contract negotiations can begin with firm shown as #1

RECOMMENDED: DATE:
Director of

APPROVED: DATE:
Secretary
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Figure 3-23
Unsuccessful Firms' Notification of Top-Ranked Firm

UNSUCCESSFUL FIRMSNOTIFICATION OF TOP-RANKED FIRM

(Date)
Dear

SUBJECT: CONSULTANT SELECTION-AGREEMENT NO.

On behalf of the Delaware Department of Transportation, we would like to thank you for your firm's
participation as one of the final candidates for consulting services on the referenced project.

The Department has selected to be given theinitial opportunity to negotiate a contract with
us.
Mr./Ms. isthe Department's Debriefing Officer for this project. Please allow several weeks

before contacting him/her regarding any critique of your firm pertaining to the evaluation process. Mr./Ms.
's phone number is (302) — - .

Sincerely,

Consultant Control Coordinator
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Figure3-24
Debriefing
DEBRIEFING
TO: CONSULTANT SELECTION COMMITTEE
DEBRIEFING OFFICER
FROM: CONSULTANT CONTROL COORDINATOR
DATE:
SUBJECT: CONSULTANT AGREEMENT NO.

| would like to thank you for your cooperation and participation in the selection for the referenced project.

To finalize the Committee's participation in the project it is necessary to obtain some pro and con performance
commentary from each member pertaining to the firms that were evaluated. Please provide sufficient information
that | can develop a composite of the Committee comments pertaining to each firm. This information will be
provided to the Debriefing Officer in memo form without naming the memb er who provided the comments. The
Debriefing Officer will be reminded that the information provided is strictly confidential and is intended as an
aid in discussing afirm’s performance.

Forms are provided with this memo for your use in responding to his request.

Please complete these forms or call this office with the information requested no later than

Thank you in advance for your assistance in this matter.
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Figure 3-24 (Continued)

Debriefing
CONTRACT ADMINISTRATION
739-5282
739-6119 (FAX)
CONEIDENTIAL Il CONFIDENTIAL Il CONEIDENTIA]L 11

TO: Debriefing Officer
FROM: Bill Manship, Consultant Control Coordinator
DATE: May 29, 1996

SUBJECT: CONSUI TANT SEI ECTION - AGRFEMENT NO.

The fallowing is an accumulation of the various Committee members comments pertaining to the
recent consultant selection process for the referenced project for your use when you tak with the
unsuccessful candidates.

TECHNICAI PROPOSAI (40%) | | ORAI PRFSFNTATION (60%)

ol (A (W N

FINAL SCORING

(ST I~ OV T I \O I
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Figure 3-24 (Continued)

Debriefing
Page 2
Memo to: Debriefing Officer
RE: Consultant Selection for Agreement No.
May 29, 1996

Following is a recap of various comments from the Committee members regarding the Consultants
submissions:

EFIRM NUMBER ONE

PRO:

CON:

PRO:

CON:
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Figure 3-24 (Continued)

Debriefing
Page 3
Memo to: Debriefing Officer
RE: Consultant Selection for Agreement No.
May 29, 1996

FIRM NUMBER THREFE

PRO:

CON:

EFIRM NUMBEFR FOUR

PRO:

CON:

3-58 Selection Procedures—L ar ge Professional Services



DelDOT Professional Services Procurement Manual

Figure 3-24 (Continued

Debriefing
Page 4
Memoto : Debriefing Officer
RE: Consultant Selection for Agreement No.
May 29, 1996

FIRM NUMBER FIVE

PRO:

CON:

BM/m
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